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Instructions

Click on the
“Navigator” icon in
the NavBar.
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After clicking the
“Navigator” icon
you will view the
Navigator menu.
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Instructions

————
Click the “HCM” link on the “Main Menu.”ﬁ
Then from the “HCM” menu click on the
“Benefits” link. From the “Benefits” menu,
click on the “Reports” link. From the
“Reports” menu, click on the “Contributions
and Deductions” link. Click the “TN Prem
TN \_ Due/CollectApp Deduct” link. - c
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TN Prem Due/Collect App Deduct

TN Prem Due/Collect App Deduct

Eind an Existing Value Add a New Valug

Instructions

. —
Run Control ID
: Click the “Add a New Value” <

Add tab if you have NEVER run this
report.
Find an Existing Value | Add a New Value Once you have created the Run

Control ID, you can use the “Find
an Existing Value” tab to locate
your existing run control.
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TN Prem Due/Collect App Deduct

TN Prem Due/Collect App Deduct

TN Prem Due/Collect App Deduct

Eind an Existing Value Add a New Value

Run Control ID

Add

Find an Existing Value | Add a Mew Value

Instructions

‘
: Create a name for your report <

and type it in the Run Control ID
field. You can name it anything
you like, except you CANNOT
have any spaces in the name of
your report or you will receive

\ an error later in the process. J
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TN Prem Due/Collect App Deduct

TN Prem Due/Collect App Deduct

TN Prem Due/Collect App Deduct

Eind an Existing Value Add a New Value

Run Confrol ID|report —

&

Find an Existing Value | Add a New Value

Instructions

Click “Add”




Select Agency Dept. Number

Run Control ID report Report Manager Process Monitor Run

Report Parameter(s)

Department

O oncycle O offi-Cycle

Pay Run ID

. —
Instructions

ol Save |[[a" Return to Search Click on the spy glass to select<
your Department Number.

L+ Add Update/Displa

This is a number provided by
Benefits Administration to your

\ agency. J

**If you click on the magnifying glass and a Department Number doesn’t populate,
TN please contact our service center or create a Zendesk Ticket for assistance.**
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Select Department Number

TN Prem Due/Collect App Deduct

Run

Run Control ID report

Report Parameter(s)

Department
Concycle O oOffi-Cycle

Pay Run ID

Instructions

Click on your

Department Number.

Q,
() Both

Q

Feport Manager

Look Up Department

FProcess Monitor

Search by: Department begins with [90549

Look Up Cancel

Search Results

View 100 First ‘4 1o

Department

< a 15400000 >

)

1

Advanced Lookup

b/ Last
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Process Scheduler Request

Run Control ID report

Report Parameter(s)

[G] Save

Select Both

Report Manager

Department 2054900000 |Q

Concycle O Offi-Cycle

Pay Run ID

o™ Return to Search

TN

b

® Both

Instructions

Select “Both”

Process Monitor

|+ Add

Run

el



Select the Date you Wish to See

Run Control ID report

Report Parameter(s)

Department 2054900000 |Q
On-Cycle Off-Cycle ® Both

Pay Run ID Q

[5] Save ||[Gh Return to Search

Report Manager Process Monitor

Run

Look Up Pay Run ID

Search by: Pay Run ID begins with 18

(I Look Up > Cancel Advanc@p

Search Results
View 100 First ‘4 1-2360f236 ' * Last
Pay Run ID
09NP0131
09NP0228
09NPO331
09NP0430
09NP0531
09NP0630
09NPO731
09NP0831
09NP0930
09NP1031
09NP1130
09NP1231
09RT0131

Enter the Year (18) of the report
you wish to see in the Look Up
Pay Run ID Field.

If you do not enter a specific year
you will view a list of every year
until current.

TN

NOTE:

Enter 18 (Year) to view the current year report.

Click “Look Up.”
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Select the Date you Wish to See

Run Control ID report

Report Parameter(s)

Department 2054900000 |Q
On-Cycle Off-Cycle ® Both

Pay Run ID Q

[5] save ||[@t Return to Search

Report Manager Process Monitor

Run

Look Up Pay Run ID

Search by: Pay Run ID begins wil

Look Up

Search Results

View 100  First
Pay Run ID
18NP0131
18NP0228
18NP0331
18NP0430

18NP0630
18NPO731
18RT0131

Cancel Advanc@p

U 14140r14 B Last

E—

Instructions I

~

The Pay Run ID has a specific
format. The first two digits are
the year, followed by NP for
“non-payroll”, followed by two
digits for the month and two
digits for the last day of the
month.

Click the date you wish to see

18RT0228
18RT0331
18RT0430
18RT0531

12DTNE2N

18NP0630 Format
July 2018 Report

In this example we want to see
the deductions taken from
active employees for coverage
during the month of July 2018
so we select 18NP0630. These
deductions will be pulled via
ACH from the agency’s account
on 7/15/2018.

J

Note: Never use RT = Blank Report

=S
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Run Control ID report

Report Parameter(s)

5] save

Click Run

Report Manager Process Monitor

Department ©054900000 Q
On-Cycle Off-Cycle ® Both
Pay Run ID [18NP0630 Q

1

[gh Return to Search

b

Instructions
Click “Run” at the top right.

[+ Add ZFZ Update/Display

14



Select your format (PDF)

< Home TN Prem Due/Collect App Deduct

Process Scheduler Request

userip _Your Access ID will be here.

Server Name | PSUNX

Recurrence

Time Zone

Process List

Select Description

v TN Prem Due/Collect App Ded

OK

TN

b

Cancel

Run Control ID report

v Run Date 07/17/2018 5
¥ Run Time [11:34:52AM
Process Name Process Type “Type

.

Instructions

The default format of the report is
Adobe PDF. If you prefer to view
the report in Microsoft Excel, click

the down arrow in the Format
field.

<

J

Reset to Current Date/Time

“Format

Distribution

&)

125,



Select your format (CSV)

< Home TN Prem Due/Collect App Deduct

| Process Scheduler Request

UseriD  Your Access ID will be here Run Control ID report

Server Name | PSUNX M Run Date 07/17/2018 [z1)
Recurrence v Run Time [11:34:52AM Reset to Current Date/Time
Time Zone Q
Process List
Select Description Process Name Process Type *Type Distribution
v TN Prem Due/Collect App Deduct TN_BA138 SQR Report Web 'v | Distribution
OK Cancel

Instructions I

Select CSV to view the report in Microsoft Excel. ]

TN

b
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Click OK

< Home TN Prem Due/Collect App Deduct

Process Scheduler Request

userid Your Access ID will be here Run Control ID report
Server Name | PSUNX v Run Date 07/17/2018 3]
Recurrence v Run Time 11:34:52AM Reset to Current Date/Time
Time Zone Q
Process List
Select Description Process Name Process Type *Type *Format Distribution
v TN Prem Due/Collect App Deduct TN_BA138 SQR Report Web v | PDF v | Distribution
Instructions I
Click “OK” ]
Cancel

O
™

iESe



Process Instance - Note

® Home TN Prem Due/Collect App Deduct

Run Control ID report Report Manager  Process Monitor . Ru

< Process Instance: 7375391 >

Report Parameter(s) {b

Department 9054900000 |Q

On-Cycle Off-Cycle ® Both

Pay Run ID [18NP0630 Q

Instructions

<

Make a note of the
“Process Instance”
number.

] 18

[5] Save ||[ah Return to Search Update/Display




Report Manager

Process Monitor

Run Control ID report

Report Manager

Process Instance: 6003706

Report Parameter(s)
Department (9054900000 |Q

Ooncycle O off-Cycle @ Both

Pay Run ID |[16MNFP1130 o)

Instructions

Click the “Report

[S]save |||t Return to Search
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Manager” link at the top.




Click “Refresh”

< Pre-Bill Group Report Report Manager

List Explorer Administration Archives

View Reports For

Folder | i Instance to C Refresh >

Name Created On [3) | Last v 1| | Days v
Reports Personalize | Find | View Al | &2 | E First ‘4 1-40f4 '* Last
. Folder Completion Report Process
. CELIT LEEEL Name  Date/Time ID Instance
TN PREM DUE/COLLECT APP 07/17/18
1 TN_BA138 DEDUCT General 11-50AM 4627640 7375391
Instructions
F‘ <
Click “Refresh” until your
TN_BA138 link populates
(11 L]
% under “Reports. )

20



File list — Click PDF or CSV

Report
Report ID 4627640 Process Instance 7375391 A\
Name TN_BA138 Process Type SQR Report
Run Status Success F Instructions
TN Prem Due/Collect App Deduct Click the middle link in your
Pistribution Detalls file list with CSV/PDF at the
Distribution Node HRPRD Expiration Date 08/17/2018 end of the name. Your report
File List will open up in a new
Name File Size (bytes) Datetime Created \ window. y
SQR_TN_BA138 7375391.log 1,900 07/17/2018 11:50:19.644467AM CDT

(' tn_ba138_7375391.csv > 617,419 07/17/2018 11:50:19.644467AM CDT
tn_ba13a_ .out 3,892 07/17/2018 11:50:19.644467AM CDT

Distribute To {b

Distribution ID Type *Distribution 1D

User Your Access ID will be here.

] el



My Reports — Printing Report
Home Page of Edison

rainin,

Edison Mienance Calendar o

~

Instructions

4 Sunday Feb 5, 2017 - Saturday Feb 11, 2017 b

No events found for the date range.
Click TN_BA138 link under © | FuPage view
“My Reports.” My Reports S ov
Folder

. ! !
- y
3 -
Edison Service Desk TN _BA138 ) General

2018-07-

1-866-376-0104 or 17-11.50.1
615-741-HELP(4357)
Hours of Operation:
7:00 a.m. to 4:30 p.m. CST
Monday through Friday(except holidays)

Note: Return to the Home Page of Edison by clicking on the house

TN
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File List — PDF or CSV

Report
ReportID 3776131 Process Instance 009706
Name TN_BA133 Process Type SOR Report

Run Status Success

TH Prem Due/Collect App Deduct
Distribution Details

Distribution Node  HRUAT Expiration Date 03162017

File List

Name File Size (bytes) Datetime Created

SOR_TMW_BA1358_6009706.10g 1,728 02M13/2017 6:19:52.044435PM CST
C in_ba‘IBB_EDDQTDE_PDF > 273,190 02/13/2017 6:19:52.044435PM CST

tn_ba138_&009706 out 5,135 02132017 6:19:52.044435PM CST

Distribute To

Distribution 1D Type * Distribution 1D

User Your Access ID will be here.

Instructions

Finally click the second link
in the File List section
ending in “.PDF” or “.CSV”
(depending upon what you

TN selected earlier) to view
your report. )
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Example:

Page: 1
State of Tennessee Run Date
Collections Applied Report Run Time
Department : for July 2018 Coverage
Poeition Number:
Last 4 of Plan Benefit Bemefit Plan Coverage Coverage Level Employer Employes Total Employsse
88N Enplid  Mame Type Flan Description Level Description Amount Amount Amcunt  Count
Last 4 of SS# Edison ID# & Emp. Name
Medical PRPV1IE Premier PPO BCBS East D Employee + Child(ren) 0.00 1,009.00 1,009.00
0.00 1,009.00 1,009.00
Position Totals:

TN
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Questions?



